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Running an HCM Query
The purpose of this Job Aid is to walk through the process used to run an HCM Query.

For the purpose of the instructions contained in this Job Aid, the steps used to run the Employee
Benefits Data query are provided. Generally, these instructions can be used to run any of the
Cardinal HCM Queries. However, the navigation path and the parameters available will differ based
on the specific query being run. Utilize these instructions along with the query specific data provided
in the HCM Reports Catalog to run the applicable query. The HCM Reports Catalog can be located
on the Cardinal Website under Resources.
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1. Navigate to the Cardinal Homepage.

The Cardinal Homepage displays.

i» Cardinal Homepage
Cardinal Message Board Cardinal Portal

0

Message(s) published today E

0

Total active message(s)

-
Payroll Personal Details

LastPay Date 05/01/2020

Total Rewards

02HR0143B November 2020

2. Click the NavBar icon in the top right corner of the page.

The NavBar panel displays along the right side of the page.
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3. Click the Navigator icon.

The Navigator displays.

NavBar: Navigator &

1, myCardinal HCM >

Recent Places Self Service .

Manager Self Service >
Workforce Administration >

E Time and Labor >
Navigator

Global Payroll & Absence Mgmt >

Team Time Set Up HCM >

Reporting Tools >

PeopleTools »

4. Click the Reporting Tools list item.

Note: The navigation path provided in Steps 4 — ? is used specifically to run the Employee Benefits
Data query. Remember to refer to the HCM Reports Catalog and use the navigation path provided
for the query being run. The HCM Reports Catalog is located on the Cardinal Website under
Resources.

The Reporting Tools menu displays.

NavBar: Navigator o

4= Reporting Tools T

Query >

Report Manager

My Favorites

Mavigator

Classie Home

5. Click the Query list item.
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The Query menu displays.

NavBar: Navigator

Cardinal Portal

Recent Places

4 Query &

Query Viewer

-
-

My Favorites

Navigator

Classic Home

6. Click the Query Viewer list item.
The Query Viewer page displays.

< Cardinal Homepage Query Viewer

New Window | Help | Personalize Page

Query Viewer
Enter any information you have and click Search. Leave fields blank for a |is|gaialil
*Search By ‘ Query Name ~| begins with [\ 1 I
[ searchh | Advanced Search

7. Enter the applicable query name into the Search By field.

Note: Alternatively, enter a partial query name or leave the Search By field blank and perform a
search or an advanced search for the applicable query.

< Cardinal Homepage Query Viewer

New Window | Help | Personalize Page
Query Viewer

[Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search BY | Query Name ~  begins with V_BN_EMPL_BEN_DATA

@mnmd -

8. Click the Search button.
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The Query Viewer page refreshes and the search results display.
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Query Viewer

< Cardinal Homepage
Mew Window | Help | Personalize Page

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

SearchBY | Guery Neme M begins with V_BN_EMPL_BEN_DATA
Advanced Search

Search Results

*Folder View | —All Folders - M
Query
5 Q 1101 ~ | View Al
Runto Runto Runto Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References Favorites
V_BN_EMPL_BEN_DATA Employee Benefit Data Query Public HTML Excel XML Schedule Lookup References Favorite

9. Click the applicable query view link (HTML, Excel, or XML).
Note: XML is not available for all HCM Queries.

The applicable Query page displays in a new browser window.

v_BN_EMPL_BEN_DATA - Employee Benefit Data Query
AsOfDate | W
Business Unit Q
Department e
Location o,
View Results

eatcare Linked Coveroge )
Employes Emplopes Ban Adgrass Adress phone Emai Emai Business et Eiiniy iy Elgibity Evgiiy Eliginity Elibity Eigibiity Elibity Elgibiey Cousrags Coverags Danet Coverage
Row o B " nocora Name Birnaate AG[SSS ASIESS Cry sute posa (000 SO GO0 sex vsaviny Enitea S4GESS Company Locaton ciass SE0eRR, SV EIGRY Elagiiy Eloity ity Eualy Elobity Capiey BRI cnployes gegn  ERSARE SUERET SR CES

10. Enter the desired parameters for the query within the corresponding fields.

Note: Parameters are used to limit/define the specific data requirements for the query. The
parameter fields available will differ based on the HCM Query being run. Refer to the HCM Reports
Catalog for a listing of the parameters available for the specific query being run. The HCM Reports
Catalog is located on the Cardinal Website under Resources.

V_BN_EMPL_BEN_DATA - Employee Benefit Data Query

Department Q
Q
View Rasults.
Row EMPloyes Employes Ban oo o Address AGIESS o g postat PROS Email Email oo pu e WORCHP pusingss o Banalit Enoibilty Egibil Elfgibilty Evgibiity Eliibilty ibilty ERoibifty Elgibity Eigibiity ¢ et CHe% Covsrage Coverage Benefit Coverage
D Recard Record 1 2 Number Typo Addresss Date. Unit = Program 1 H 3 4 5 [ 1 H 9 "D Dole.  EndDale Election Plan  Coda

11. Click the View Results button.
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Once complete, the query can be opened and viewed in the previously selected format.

Sample Query:

DE‘;“ ) fo K W £ Ewoeplat

2 Copy - . —

WD e e Py |E | DA | EEE | EE EMegediCemer ~
Cllpboard Font [ Allgnment

AL = J | Employee Benefit Data Query

V_BN_EMPL_BEN_DATA 261141407 xls¢ - Excel

A B [

1 [Employee Benefit Data Query[ 201

2 [Fmnlouan i Employee Record |[Ben Record
3 0

a o

E o

5 o

7 o

8 o

c 0

u 0

I 0

L 0

. E — e = T AutoSum - A, p
cal R ”L:‘ | Womat ead Good Neutral [Gelatation 1" ,5 E\‘?ﬂ ’B T SZIF A
-9 » % $5  Conditonsl Format ax |[ETTCINNN] Explonotory inked Cel incert Delete Format A8 Fin
$ 0% [ S e | [T oinotor - [opat ] unkescen _ [Note | PP e SRR
Humber styles cens Edting ~
L] E F [=]
[Name [Birthdate [Address 1
0 Trailblazer, Dustin 2/26/1957 100 MAIN ST
0 Trailblazer, Dustin 2/26/1957 100 MAINST
0 DOE, JOHN 1/16/1954 100 MAIN ST
0 DOE, JOHN 2/19/1963 100 MAIN ST
0 DOE, JOHN 2/19/1963 100 MAIN ST
0 DOE, JOHN 2/19/1963 100 MAIN ST
0 DOE, JOHN 2/19/1963 100 MAIN ST
0 DOE, JOHN 2/3/1964 100 MAIN 5T
0 DOE, JOHN 2/3/1964 100 MAIN 5T
0 DOE, JOHN 7/29/1971 100 MAIN ST
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